PED Inventory Instructions

In accordance with University Policy #23 (Control and Management of University Property), University departments are required to maintain a departmental inventory of their Portable Electronic Devices (PED’s).  PED’s include personal digital assistants (e.g. Palm Pilots, etc.); laptop computers; digital cameras; projectors and other items especially susceptible to theft.  The inventory form is available here.  The form should be filled out completely.  For the tag # field, department’s should come up with their own method for marking and identifying equipment and include that information in this column. This form should be completed and returned to the Fixed Assets Office (CPO# 1422) with the department head’s signature by June 30 each year.  This list should be compared to the prior years’ list and any item that has been removed should be explained by the department (an equipment transfer form should have been completed at the time of removal).  The department head also has a responsibility to account for or collect PED’s assigned to an employee at the time the employee separates from the University and note this on the inventory form.  The fixed assets officer will also compare the lists and periodic inspections of these listings will be conducted by the University Internal Auditor.
